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FOREWORD

This paper is a working draft, not an official document. Tt
has not yet been submitted to the Commission or the White House for

formal review and approval. Some of its provisions could be put
inggbggggggmgp;xjpgdeg_tgrmgmgf a proposed Executive Order which

" Tk b, e

has not yet besn issued,
e et sttt st . 11884 .

Tt is planned that the Commission will issue a Training Chap-
tor of the Federal Personnel Manual which will present in a unified,
expository form all provisions of law, Executive Order, and reguls-
tion governing training under the new Government Employees Training
Acts This paper is a preliminary draft of such a chapter, prepared
by staff menbers of the Bureau of Programs and Standards as a device
for facilitating and broadening the base of consultation with agen—
cles, ’

Certain portions of the paper have been prepared on the basis
of extensive consultation with an advisory group of representative
agencies; other portions have been drafted without benefit of such
consultation, At the request of the advisory group, the Commission's
staff has attempted to draft the document in its entirety, on the :
assumption that agencies can review and comment more effectively on
the whole than on all the separate parts, ‘

; ; 1y
In the pages which follow, provisions of ﬁ@u...apszmﬁmmgmy@réer
are enclosed inquotation marks/)followed by citations to the source.
Proposed regulations are marked with heavy hand-drawn brackets in the
margins. Advisory notes (suggestions which are not mandatory) ine

structions, and examples are enclosed in typed brackets, thqg7,

It has been the staff's objective in drafting the document, to
preserve the flexibility of action which agencies need to operate
effective training programs and at the same time provide for such
over-all controls and guidance as are required or intended by Con-
gress, Agencies are requested to review the draft thoroughly am
carefully and, in the light of this dual objective, submit whatever
constructive comments they may have,

Suggestions for additions, deletions, or other revisions which
will improve the draft (either in terms of the policy position taken
or in terms of presentation) are sincerely desired and will be given

careful attention. Such suggestions, routed through and coordinated
at the departmental level o% the respective agencies, should reach
he Commission by December 12,

Address suggestions to: Regulations and Instructions Division
Room 173, Main Building

Civil Service Commission
Washington 25, D, C, (Stop 227)
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POLICY

Congressional Policy

"It is hereby declared to be the policy of the Congress—(1) that, in
order to promote efficiency and economy in the operation of the Government

niques which have been developed, tested, and proved within or outside of
the Government, self-improvement, and gelf-training by such employeesfgg
supplemgg&ggyggdwexbended by Government«sponsqredAprqggams, provided for by

8 Act, for the training of such employees in the performance of official
duties and Tor the development of skills, knowledge, and abilities which
will best qualify them for performance of official duties;

emergencys
(3) that such programs shall be designed to lead to (a) improved pub-
lic service, (b) dollar savings, (c) the building and retention of a per-
manent cadre of skilled and efficient Government employees, well abreast of
scientific, professional, technical, and management developments both in
and out of Government, (d) lower turnover of personnel, (e) reasonably uni~
form administration of training, consistent with the missions of the Covern~
ment departments and agencies, am (f) fair and equitable treatment of Gov-
ernment employees with respect to training; and '
(L) that the United States Livil Service Commission shall be respon~
8ible and have authority, subject to supervision and control by the President,
for the effective promotion and coordination of such programs and of train-
ing operations thereunder," (Sece 2, P.L. 85-507)

Presidential Policy

"Training and development of employees is an essential aid to effi-
cient operation of the Federal Service and to attainment of its program
goals. It is therefore the policy of the Executive Branch to plan am
provide for training and devalopment of employees as an integral part of
its responsibility for the effective conduct of its affairsg,"

(White House Directive of January 11, 1955)

Commission Policy

Recognizing that the training of employees is a necessary and in-
geparable function of management, it is the policy of the Commission, in
carrying out its functions under the Act and Executive Order:

1) To provide agency heads maximum flexibility to operate their
training programs in the way which best fits their own 8pe~
cial needs;
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2) To require the minimum amount of adminigtrative recording and
reporting consistent with the Act, and %o pg&gqggwgstap}gghgd
inspection proceduras for any additTonal information necessary
to enable the Commission to inform the President on the status
of training in the Federal Services

3) To encourage and assist agencies in the establishment of ade- :

quate training programs by providing information, written guides,
and advisory services to the extent that resources permit and

L) To stimlate, promote, coordinate and facilitate interagency
‘ training efforts.
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AUTHORITY

The Government Employees Training Act, printed in full on
pages 21-117 - 126, provides broad authority for agencies to train
their civilian employees aml to send them to meetings concerned
with agency functions or the managemsnt or supervision of such
functions. It also authorizes (subject to Presidentisl regula-
tion) specified types of non-Government organizations to make and
Government employees to accept (a) contributions and awards con-
nected with training and (b) payment of expenses connected with
meetings, ’

This Chapter presents the provisions of this Act, the reg-—
ulations that the Commission has issued to implement the Act,
and related information to guide agencies in carrying out their
activities under the Act.

Approved For Release 2000/09/08 &I;&-RDP78-06365A001200030012-4
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EFFECTIVE DATE

Public Law 85-507 became effective July 7, 1958, the date
of its approval, With the exception of a small nmamber of pro=—
visions identified in the Act jtself, the authorities contained
1r‘i the Act became available on its effective date to 21l agen-
cles covered by the Act. '

! In the absence of statutory provisions to the contrary,
any program established after July 7, 1958, for the training
of employees covered by the Act mst be in conformity with the
Act.
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TRANSITION FROM EXTSTING TRATNTNG PROGRAMS

Training under programs in effect on July 6, 1958, may be continued
and complgtgg without regard £6 the provis{ons of” the Act, provided training

undéer “these programs is initiated before the end of a tranfTtIGNAT PeFiodthat

the K¢t prescribes. The length of this transitional period depends, in

part, gency action. If an agency establishes‘auggq}ggggwg;cgram
umer authority of the Act beTore April 3, 1959, the transitional period
ends_fo ney when the new program is placed in elfect. 1T an

- agency does not establish a program under the Act before Ayril 3, 1959,

the transitional period ends for the agency on that date.l

This transitional authority is contained in the following provisions
of the Act: :

"In order to facilitate the transition fpom existing Gov-
ernment trainine programs and notwithstanding any provision
of this Act to the contrary or the repeal or amendment of any
provision of law thereby, the education, instruction, and
training, either within or outside the Government, of em-
ployees of any department, under any program in effect imme-
diately prior to the date of enactment of this Act, may b

igi,wm._gmm;a& end completed until the expiration of
the day immediately preceding (1) the day on which such de—

partment shall have placed in effect, in accordance with -
section 7 of this Act, a program or programs of training or ‘\\\

(2) the first day following the date of expiration of the
period of two hundred and seventy days following enactment

of this Act specified in such section 7, whichever day first
occurse All such education, instruction, and training ini-
tiated or uncompleted prior to the day specified in clause

(1) or the day specified in clause (2) of this section, which-
ever day first occurs, may be continued and completed under
such program on and after such day." (Sec. 20, P.L. 85-507)

"Nothing contained in this Act shall affect (1) any con~
tract, agreement, or arrangement entered into by the Govern-
ment, either prior to the date of enactment of this Act or
urder authority of section 20, for the education, instruction,
or training of personnel of the Government, and (2) the re-
spective rights and liabilities (including seniority, status,
pay, leave, and other rights of personnel of the Government)
with respect to the Government in connection with any such
education, instruction, and training or in connection with
agygsugh contract, agreement, or arrangement«" (Sec. 22, P,I,
85-507

1/If an agency has special training authority in its appropriation act
covering Fiscal Year 1959, its "transitional period" extends through
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COVERAGE

ning Activitiss Covered

‘ "The term 'training! means the process of providing for and
making available to an emplovee, and placing or enrolling such
employee in, a planned, prepared, and coordinated program,
course, curriculum, subject, system, or routine of instruction.
or education, in scientific, professional, tochnieal, mechan~
ical, trade, clerical, administrative, or other fields which
are or will be directly related to the performance by such em-
ployee of official duties for the Government, in order to in-
crease ths knowledge, proficiency, ability, skill, and quali-
fications of such employee in the performance of official
duties." (Sec. 3(5), Palie 85“'507)

This definition covers all activities -- both formal and informal -——

that are commonly covered by the designation "training and education" of
enmployeess It includes in-service, out-service, and inter-agency train-

ing,

Meet)

as these terms are commonly used.

ings Covered

"Hepeafter any appropriation available to any department

for expenses of travel shall be avajlable for expenses of at-

~tendance at meetings which are concerned with the functions

or activities for which the appropriation is made or which

- will contribute to improved conduct, supervision, or manage-
ment of those functions or activities " (Sec. 19(b), P.L. 85-507)

Ageﬁcies Covered

the

Agencies to which the Act applies are designated "departments" by
Act. This termm is defined as followss

"The term 'department', subject to the exceptions contained
in section lj, means (A) each executive department, (B) each in=
dependent establishment or agency in the executive branch, (C)
each Government-owned or controlled corporatlon subject to title
I or title II of the Government Corporation Control Act, (D) the
General Accounting Office, (E) the Library of Congress, (F) the
Coveramant Printing 0ffice, and (G) the municipsal government of
the District of COlurﬂbiao" (SGCQ 3(2), P,L. 85"507)

Agencies specifically excepted by Sectior h, are (1) the Tennessee

Valley Authority and (2) any corporation under the supervision of the
Farm Credit Administration of which corporation any member of the board

of a

irectors is elected or appointed by private interests.

Employees Covered

A1l civilian officers and employees of agencies to which the Act:

applies are covered by the Act unless specifically excepteds The follow-

ing

specific exceptions ave included in the Act:

Approved For Release 2000/09/08 : %IQ-RDP78-06365A001 200030012-4
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"This Act shall not apply to —-

(1) the President or Vice President of the United
States,

(2) the Foreign Service of the United States under
the Department of State,

(3) any corporation under the supervision of the

Farm Credit Administration of which corporation

any member of the board of directors is elected

or appointed by private interests,

‘the Tennessee Valley Authority,

any individual appointed by the President by

and with the advice and consent of the Senate

or by the President alone, unless such individ-

ual is specifically designated by the President

for training under this Act, and

(6) any individual (except an officer of the Coast
and Geodetie Survey in the Department of Com-
merce) whe is a member of the uniformed services
as defined in section 102(a) of the Career Com-
pensation Act of 1949, as amended, durlng any
period in which hs is receiving compensation un—
der title IT of such Acte" (Sec. l(a), P.L. 85-507)

~ e~
s
i
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DEFINITIONS

The law defines a number of terms, as follows:
"For the purposes of this Act —-

(1) the term 'Government! means the Government of the
United States of America and the minicipal govem-~
ment of the District of Colunmbiay

) .../

(3) the term 'employee', subject to the exceptions con-
tained in section L, means any civilian officer or
employee in or under a department, including of-
ficers of the Coast and Geodetic Survey in the De-
partment of Commercej

(L) the term 'Commission’ means the United States Civil
SerX}ce Commissiony

(5) see : | :

(6) the term 'Govemment facility' means any property =

~ owned or substantially controlled by the Government ~N
and the services of any civilian and military per-
sonnel of the Government; and

(7) the term 'non-Government facility' means (A) the
government of any State, Territory, or possession
of the United States, the Government of the Common-
wealth of Puerto Rico, and any interstate govern-
mental organization or any unit, subdivision, or ~\
instrumentality of any of the foregoing, (B) any
foreign government or international organization,
or instrumentality of either, which is designated
by the President as eligible to provide training
urder this Act, (C) any medical, scientific, tech-
nical, educational, research, or professional in-
stitution, foundation, agency, or organization,
(D) any business, commercial or industrial firm,
corporation, partnership, proprietorship, or any
other organization, and (%) any individual not a
civilian or military officer or employee of the
Government of the United States or of the munici-
pal government of the District of Columbia., For
the purposes of furnishing training by, in or
through any of the foregoing, the term 'non-
Covernment facility' also shall include the serv-
ices and property of any of the foregoing furnish-
ing such training." (Secs 3, P.L. 85-507)

;7The definition included in the Act for the terms "department" and "train-
ing" (Secticn 3(2) and (5), respectively) are presented aboves

Abproved For Release 2000/09/08- €IA-RDP78-06365A001200030012-4
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The Commission has incorporated the above definitions in its Reg-
ulations and has defined a mumber of other terms:

/é;ction 39 Definitions -- For the purpose of this parts: \\\

(a) The term "Act" means the Government Employees Train-
ing Act, Public Law 85-507 (72 Stat. 327),

(v) The terms "Government," "department " "employes,"
"Commission," "training," "Government facility,"
and "non-Government facility" have. the meanings
glven to these terms by Section 3 of the Act,

(e) The term "training by, in, or through Government
facilities" means any unit of training in which
only Government facilities are used for instructions.,

(d) The term "training by, in, or through non-Government
facilities" means any unit of training, regardless of
where conducted, in which the services of a non-
Government person or organization are used for instruc-
tion,

(e) The term "short period of training by, in, or through
non-Government facilities" means any such training
that does not exceed forty hours within a single train-

ing course or program, "’J>

ZWOTEz Property that is rented or leased by the Govern-
ment or that is loaned to the Government for its use is
considered to be "substantially controlled" by the Gov-~
ernment for purposes of this section./

Approved For Release 2000/09/08™: TIA-RDP78-06365A001200030012-4
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RESPONSIBILITIES

Agpncy Responsibilities

L/’d' The head of each department is responsible for
~— determining the training needs of his department;
L~~~ establishing and operating training programs to meet these needs;
Z_ determining the kinds of training to be provided and the training
facilities to be used;
gelecting and assigning employees for training;
determining the method and extent to which his department will finance
the expenses of training;
’-Erevaluating the results of training;
]:’;sporting to the Commission on training activities; and
encouraging the self-education, self-improvement, and self-training of
employees of his department.

W N

1

These responsibilities are to be carried out within the framework of
law, Executive Order, and Commission regulations and instructions,

Commission Responsibilities

The Civil Service Commission is responsible to the President for
promoting, coordinating, and facilitating training activities under the Acty
issuing Governmentwide training regulations;
collecting and making available training information; and
reviewing and reporting on specified activities authorized by the Act.

NN

The Commission is also responsible, under authority delegated by E.O.
, for excepting agencies or employees from various provisions of
the Act and for issuing regulations governing acceptance of contributions,
awards, and payments from non-Federal organizations under authority of
Section 19(:5 of the Act.

The Commission is authorized to waive certain of the controls pre-
scribed for out-service training or to impose additional controls on such
training., It is not authorized, however, to regulate the types, methods
or details of intra-departmental training.

White House Responsibilities

The President is responsible for

— designating any Presidential appointees to be trained under the Act;

-+ gupervising and controlling the training activities of the agencies and
the Commission's discharge of the functions assigned it by the Act;

-- receiving for appropriate action CSC reports on any continued non-

' compliance with the Act or the regulations; and

—— approving for transmittal to Congress certain reports on activities
under the Act.

Approved For Release 2000/09/08 :1G1A-RDP78-06365A001200030012-4
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- DETERMINING TRAINING NEEDS AND REQUIREMENTS

Department heagg_g;gw;ggg;;ggmgg&gmby law and by Executive order to
. meke periodic reyisﬁehtgwdg;egm%nq”;Qe;rwgrgigjgg_geeds. This requirement
dﬁﬂgta“is‘vﬁﬁfﬁinea In the following provisions of the Act and of E.O. :
dﬁ’fﬁ? 7 "Within nipety days after the date of enactment of .this Act and at

- Jleast once évery three yearsg affer the expiration of such ninety-day =

Y Lﬁfﬁ??TBﬂ?“fﬁé“ ead of each depertment shall conduct and complete a review
3, ™ of the needs and requirements of such department for the trainIng of en-
¥ﬂfi3£¢“ ployees under its jurisdiction...." (sec. 5, PL 85-507)

&

\ "The head of each department shall...review periodically the imme-
k diate and long-range needs of the department for employee training and in
S 8o doing take special care to ildentify those instances in which training
will increase the economy and efficiency of departmental operations..."
(sec. 2(a), E.O. )

Sec. 39. Regulation,

(a) In conducting the reviews of training needs required by Section 5 ot
the Act and of Executive order, each department shall

(1) consider any pertinent information available through existing
wanagement records such as inspection reports, mansgement
audits, production and staffing studies; and

(2) consider the needs of all categories of employees.

(b) Reviews shall be conducted in such manner and with such frequency
(but no less frequently than once every three yeers) as the depart-
ment finds best to meet the requirements of the Act, E.O. »
and these regulations and to provide sound bases for plenning the
tralning to be provided under the Act. ' ' '

§ I SR |

R /Rdvisory Note: For beat.results., ¢ylews should be conducted
1_7N,3£r-"""7

in Amww They should be based on Fealistic
asséssuent of organizational conditions and operating problems (in terus
of the department's mission and program of objectives) as well as on an
over-all assessment of the performance and potential of the department's
workforce. They should take into consideration future staffing needs,
and potential for meeting those needs.

AL The needs jdentified should represent conclusions of line menagement
as well as those of personnel and training staifs. e

T 5 it s Sl o, bt

The process of need determination should Ezovide reassonable opportuni-
ties for employees to express their ideas and desires with respect to any

training it has been determined that they should take.

The Commission's inspection staff will inquire, in the normal course
of inspection, both about the steps taken to coumply with the requirements
of law, Executive order, and regulation and about the findings resulting
from the reviews, The Commission will not, however, require regular reports
on these matters, nor will it require documentation of the results of the
training reviewq;7
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FSTABLISHING TRAINING PROGRAMS

General Principles, Standards, and Related Regquirements

v,,.It is necessary and desirable in the public interest that self-
education, self-improvement, and self-training by...employees be supple-
mented and extended by Government-sponsored programs for the training of
such employees....Such programs shall be continuous in nature, shall be
subject to supervision and control by the President and review by the
Congress, and shall be so established as to be readily expansible in time
of national emergency." (Sec. 2, P.L. 85-507)

 "Jithin two hundred and seventy days after the date of enactment of
this Act, the head of each department shall prepare, establish, and place
in effect a program or programs, and a plan or plans thereunder, in con-
formity with this Act, for the training of employees...by, in, and through
Government facilities and non-Government facilities....Fach such program,
and jplan or plans thereunder, shall conform, on and after the effective
date of the regulations prescribed by the Commission under Sectlon 6 of
this Act, to the principles, standards, and related requirements con-
tai@ed in such regulations then current, shall be operated and maintained
in accordance with the provisions of this Act, and shall provide for ade-
quate administrative control by appropriate authority....Bach such pro-
gram shall provide for the encouragement of self-training by employees
by means of appropriate recognition of resultant increases in profici~-
ency, skill, and capability." (Sec, 7, P.L. 85-507)

. "The progrem or programs of each department for the training of em~
ployees by, in, and through Government facilities under authority of
this Act...shall provide for training, insofar as practicable, by, in,
and through those Government facilities which are under the jurisdiction
or control of such department...." (Sec. 8, P,L, 85-507)

"The head of each department...shall...formulate plans of action
to meet...training needs; establish and maintain, %o the maximum extent
feaéible, needed training programs; establish adequate administrative
controls to insure that training increases the economy and efficiency
of tperations, improves the performance of employees, and otherwise aids

effective operation and attainment of program goals; stimulate and en-
—‘.courage employee self-development and self-training...." (Sec. 2, E.O, )
]

Sec, 39. Regulation. ‘\\

() The head of each department shall determine, and shall make known
. in writing, the policies which are to govern the training of em-
ployees of the department. These policies shall include a statement
~ of the broad purposes for which training will be given and of the
| assignment of responsibilities for seeing that these purposes are
| achleved,
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(b) The head of each department also shall take such administrative actlon

as is necessary to insure

(1) that the department's organizational and administrative provisions
for training are as adequate as needs justify and circumstances permit;
and

(2) that information with respect to the general conduct of the depart-
ment's training program is available to enable the Civil Service
Commission, the President, and the Congress to discharge their respesc-
tive responsibilities under the Act,

(¢c) Training programs established by the departments under authority of the
Act shall, to the maximum extent feasible,

(1) be based on actual needs, existing or reasonably foreseeable}

{2) meet as many of these needs as the department can afford to meet ,
(3) be integrated with other personnel management and operating activities.

) S

/Advisory Note: Policy has been defined as ng gettled or definite course or
method adopted and followed by a government, institution, body, or individual®.
Executives who establish a policy are affirming a purpose vhich they want to
have bind the thinking and action of the entire organization. A good policy
statement should:
1. state that purpose for the guidance of all concerned, and commit
all levels of management to comply in practice with the requirements
of the policy;
2, be realistic, clear, and definite in terms of assigmment of respon-
sibility;
. 3+ leave room for exercise of discretion, within the framework of the
"—“““““;ﬁ’ policy, by those persons who are responsible for its application; and
L. be authoritative--which means that it will ordinarily be issued by or
“;35* in the name of the chief executive of the organization,
Statements of training policy frequently prescribe or authorize specified types
of training; many include definite provisions for seeing that the stated policy
is carried out in practice; and they often provide for a committee of both
line and staff officilals who advise, among other things, on need determination,
planning, and evaluation of training.

With respect to the adequacy of sdministrative provisions for training,
attention is called to the December 11, 1957, letter written heads of depart-
ments by the President's Special Assistant for Personnel Management and to
Budget Circular No. which recognizes certain priorities for training.
Experienced departments have found that maximum benefits are realized from
training when suitable provisions for technical assistance are made. These
departments require the designation of a’ person--whether or not he is a full-
time training officer--to assume specific staff responsibility for training.
Such designation does not relieve any other person, especially the line operator,
from the basic training responsibilitiles inherent in his job, but it does pre-
vent disintegration of the staff responsibility through dispersion,
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Selection and Assignment of Trainees

1 9.

Regulation.

(2) The head of each department shall establish such procedures as
‘ are necessary to insure eligible employees reasonable equality
_a-;3;“ of opportunity for consideration in selection for training
vhich norwally results in promotion.

(b) With respect to selection and assignment of employees to train-
ing by, in, and through non-Government facilities, the head
~of each department shall provide ‘

(1) that euthority to authorize attendance at training courses
of wore than forty hours duration be held et a suffi- '
ciently high adminlstrative level to insure that the policies
and views of the department head are reflected in each
declsion; and

(2) that each assignment of an employee who is statloned within
the continental limits of the United States to training out-
side these limits be approved by a specifically designated
official at the departmental level of the organization,

Pnam—c—— oo

- [Advisory Note: When needed training is to be given to some, but not
all, empIoyees in a given occupational or organizational group or level,

- selection from among those who might be trained should ordinarily be

~ based upon considerations which include

1) the relative degree of employees' need for tralning or potential
‘ for advancement;
' 2) the relative extent to which employees' knowledge, ekill, atti-
tudes, or behavior are likely to be improved by training;
3) the relative extent to vhich employeee are believed willing and
able to apply the training upon return to the Job;
4) the relative length of time, and degree to which, the depertument
expects to benefit from the euployees' lwproved knowledge, skill,
‘ attitudes, and/or behavior;
'5) treining opportunities previously afforded employees by the de-
| partment;
6) the employees' own interest in and efforts to improve their work:7
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~

Utilization of Trainees *\\

39, Regulation., Each department shall provide that considera-
tion be given to significant training and self-development activities
undertaken by its employees in making work mssignments and in effecting
position changes within the department.

Evaluation

39, Regulation. Fach department shall provide for evaluation
of the results and effects of training programs that it conducts and
training plans that it develops under the Act, Such evaluation shall be
conducted in such manner and with such frequen¢y as the department head
considers most appropriate to his situation.

~ /Advigory Notes Evaluation plans should usually provide, as a P .
minimum, for obtaining as much information as is asdministratively prac-
tical and for making informed judgments about

(1) the extent to which specific training courses produce the
changes they are intended to produce in employee knowledge,
skills, attitudes, or behavior;

(2) the extent to which the training programs that are provided
cover the areas of greatest need; and

(3) any need for modifjication in the coverage or conduct of such
~training programs

Interchange of Training Information N

39, Regulation. Each department shall, at such times and in
guch manner as it deems appropriate, inform the Civil Service Commisgion,
or such other departments as it believes may be especlally concerned, of
new, different, or particularly successful training practices or materials
which it develops or acquires, which it considers of probable interest to
others, and which it can share without detriment to its own training
K\activities.

o

/

/Advisory Note: The Commission will continue to collect training
materials from agencies in the normal course of its inspecting, consult-
ing, research, and library reference service activities., In Washington,
the materials so acquired are now centrallzed in the Library where they
are readily avallable for agency reference. Limited service of this
kind is also available in some regional offices of the Commission;?
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Rep

orta

(a)

~ "Each department annually shall prepare and submit to the
Commission, at such times and in such form as the Commission shall
prescribe, reports on the programs and plans of such department for
the training of employees by, in, and through Government facilities
and non-Government facilities under authority of this Act. Fach
such report shall contain

(1)

(2)

(3)

(4)

- (5)

(6)

such information as the Commission deems approprilate
with respect to the expenditures of such department
in connection with such training,

the name of each employee of such department (other

than students participating in any cooperative educa-
tional program) who, during the period covered by the
report, received training by, in, or through a non-
Government facility for more than one hundred and twenty
days; the grade, title, and primary duties of the posi-
tion held by such employee; the name of the non-Government
facllity from which such training was received; the nature,
length, and cost to the Govermment of such training; and
the relationship of such training to official Government
duties,

the name of each employee of such department who, during
the period covered by the report, received a contribution
or awvard in the manner provided by Section 19{a) of this
Act,

a statement of the department with respect to the value
of such training to the department,

estimatés of the extent to which economies and improved
operations have resulted from such training, and

such other information as the department or the Commission
deems appropriate," (Sec, 18(a), P,L. 85-507)

Sec, 39, Regulation,

The reports required by Sec. 18(a) of the Act shall be prepared
for each fiscal year and shall reach the Commission by August 15

of the succeeding fiscal year,

- 16 -
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(b) Such reports shall include brief narrative statements

(c)

(a)

™~

~

(1) outlining in its first report to the Commission under this sectlon,
the department's training policies and overall program and, in each
subsequent report, any major changes in policy, shifts in program
emphasis, or other significant developments; :

(2) assessing generally the value of training to the department and
the extent to which economies and improved operations have resulted;

(3) summerizing the department's expenditures for training by, in, or
through non-Government facilities including, separately, the total
estimated expenditures for (a) tuition, (b) related fees, (c)
travel, and (d) per diem;

(4) furnishing the names of any employees failing to complete the
service they are obligated, in accordance with Section 11 of the
Act, to complete following treining by, in, or through a non-
Government facility, together with a brief account of the reason
for such failure and of action taken to recover the additional
expenses incurred by the Government in connection with their training.

Information regarding employees (other than students participating in
cooperative education programs) receiving training by, in, or through
non-Government facilities for more than 120 days shall be reported
separately but shall be transmitted with the report called for in
paragraph (b) of this section,

Information regarding employees who, under authority of Section 19(a)
of the Act, receive from non-Federal sources contributions or awards
incident to training in non-Government facilities shall be reported
separately but shall be transmitted with the report called for in
paregraph (b) of this section.

Ve

"The Commission shall include in its annual report a statement, in such

form as shall be determined by the Commission with the approval of the
President, with respect to the training of employees of the Government under
authority of this Act. Each such statement shall include--

(1) a summary of information with respect to the operation and
results of the programs and plans of the departments,

(2) a summary of information received by the Commission from the
departments in accordance with Subsection (a) of this Section
/[Sec. 18 of the Act/, and

(3) such recommendations and other matters as the President of the

Commission may deem appropriate or which may be required by the
Congress." (Sec, 18(b), P.L, 85-507
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"The Commission sannually shall submit to the President for his
approval and for transmittal to the Congress a report including the
information received by the Commission from the departments under
‘paragraphs (2) and (3) of Subsection (a) of this Section /Sec. 18 of
‘the Act/." (Sec,_18(c), P.L. 85-507)
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INTERAGENCY TRAINING

"Two or wore departments Jjointly mey operate under any such train-
ing progrem." (sec. 7, P.L. 85-507)

"Fhe program or programs of each department for the training of
employees by, in, and through Government facilities under authority of
this Act...shell provide for the making by such department to the extent
necessary and appropriaste, of agreements with other departmente, and
with other agencies in any branch of Government, on a reiumbursable basis
if so requested by such other departuwents and agencies and for extenaion
to employees of such department of training programe of such other de-
partments.” (sec. 8, P.L. 85-507)

"The head of each department...shall...utilize the training fecil-
ities and services of other Federal departments and agencies vhen they
are reasonably avallable and ecopomical; provide training facilities and
services to other depertmente and agencies when practical and without
interference with the department's miseion; and, cooperate in the develop-
ment of interdepartumental employee development and tralning activities."
(sec. 2(f), E.O. )

Sec. 39. Regulation,

mp—_

(a) No departument or agency shall be required to meke its training l
programs or facilities avallable to others if it needs the full
capacity of ite facllities for the training of its own employees
or if, in its Jjudgment, the perticipation of others would be in-
compatible with the effective conduct of its own tralning program,

(b) Each department shall be responsible for determining whether ite
training programs and facllities are to be mede availsble to em-
ployees of other departuents.

(¢) Each department shall be responsible for determining whether train-
ing progresms or facilities offered by other departments are sult-
able, timely, "reasonably" avallable, and adequate to meet its

training needs.

-19 -
Approved For Release 2000/09/08 : CIA-RDP78-06365A001200030012-4



Abproved For Relé%e 2000/09/08 : CIA-RDP78-06365A001200030012-4

TRAINING IN NON-GOVERNMENT FACILITIES

Genéral'Authority and Requirements

"The head of each department is authorized to enter into agreements
or make other appropriste arrangements for the training of employees of
such department, by, in, or through non-Government facilities in accord-
ance with this Act, without regerd to Section 3709 of the Revised Statutes
(41 u.s.c. 5)." (Sec. 9(a), P.L. 85-507)

i /Kdvisory Note: The last cleuse of the quoted provision has the
effect of exempting training in non-Government facilities from competi-
tive bld procedures, There will be soume cases, however, especlally any
in qhich a substential coniract for group instruction is made, in which
departments will wish to obtain bilds simply as a watter of sound adeinis-
trative practice./

- "The program or programs of each department for the training of
employees by, in, and through non-Government facilitlies under authority
of this Act shall

(1) provide for information to be made available to employees of
such department with respect to the selection and assignment
of eamployees for training by, in, and through non-Government
facilities and the limitations and restrictions applicable
to such training in accordance with this Act, and

(2) give appropriate consideration to the needs and requirements
of such department in recrulting and retaining scientific,
profeseional technicel, and administrative employees,”

(sec. 9(b), P.L. 85-507)

[ﬁdvisory Hote: Information with respect to selection and assign-
ment for training In non-Government facilities way be furnished to em-
ployees in general terms, ypossibly even through the department's train-
ing policy statement. It is desirable, however, to provide to each
employee who le sseigned to training in non-Government facilitiee specific
inforuwstion with respect to the limitations and restrictions applicable
to such training./
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Gencral Prohibitions

"Nothing contained in this Act shall be construed to authorize the
selection and assignment of any employee for training by, in, or through
any non-Government facility under suthority of this Act, or the payment or
reimbursement by the Government of the costs of such training, either (1)
for the purpose of providing an opportunity to such employee to obtain an
academic degree in order to qualify for appointment to a particular posi-
tion for which such academic degree is a basic requirement or (2) solely
for the purpose of providing an opportunity to such employee to obtain one

or more academic degrees." (Sec, 13, P,%L, 85-507)

"No part of any appropriation of, or of any funds available for expendi-
ture by, any department shall be available for payment for the training of
any employee by, in, or through any non-Government facility teaching or advocat-
ing the overthrow of the Government of the United States by force or violence,
or by or through any jndividual with respect to whom determination has been
made by a proper Government administrative or investigatory authority that, on
the basis of information or evidence developed in investigations and procedures
authorized by law or Executive Orders of the President, there exisis a reasonable
doubt of his loyalty to the United States." (Sec, 14, PoL, 85-507)

"Nothing in this Act shall be construed to authorize the training of any
employee by, in, or through any .non-Government facility any substantial part
of the activities of which is (1) the carrying on of propaganda, or otherwise
attempting, to influence legislation or (;X the participation or intervention
in (including the publishing or distributing of statements) any political
campaign on behalf of any candidate for public office. (Sec, 19(d), P,L. 85-507)

Sec, 392, Regulation.

(a) The training of an employee by, in, or through a non-Government facility
for the purpose of filling a position by promotion is prohibited if there
is in the department concerned another employee of equal ability and
suitability who is fully qualified to fill such position and is available
at, or within a reasonable distance from, the place or places where the
duties of such position are to be performed.

(b) Training of employees by, in, or through a non-Government facility may
be authorized only after determination by the head of the department con-
cerned that adequate training for such employees by, in, or through a
Government facility is not reasonably available and that appropriate con-
sideretion has been given to the then existing or reagsonably foreseeable
availability and utilization of fully trained employees.

L

/Advisory Note: A department would ordinarily determine that training
within Government is not reasonably available if: (a) it finds that no
existing training within its own organization would adequately meet the need;
(b) it finds that it could not practicably provide intra-agency trainin
that would meet the need effectively, economically, and on time; and (c§
reasonable inquiry has failed to disclose the availability of sulteble and
adequate training elsewhere in Government,
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|
Combuting Time in Training

~ The Commission has approved the following principles for use in com-
puting time in training by, in, or through non-Government facilities for
all purposes of Public Law 85-507:

(a) In the case of full=time training by, in, or through non-
Government facilities, time in training is equal to the
time that an employee spends in a pay status during the
period of training, regardless of the amount of time that
he spends in actual instruction or study. (For most -em-
ployees, this would be LO hours a week,)

(b) In the case of cther training by, in, or through non-Government
facilities, time in training is equal to the time that an eme
ployee actually spends with the non~Covernment instructor or in
the class or laboratory work that is conducted by, in, or
through the non-Covernment facilities,

[Examples:

(1) An employee is assigned during regular wrking hours
to a course which is given on Mondays, Wednesdays,
and Fridays, 2 hours each day for 10 weeks, in a non-
Government training institution. The 60 hours of
training spent at the non-Covernment faeility are
recorded and controlled under the various provisions

of the Government Employees Training Act pertaining
to training by, in, or through non-Government facile
ities.

(2) An employee is sent at Government expense after the
employee's regular work hours to take a university
course which, in a period of 22 weeks, requires his
attendance for 60 hours. The 60 hours are recorded
and controlled as in example (1).7

- Only that training is to be counted in computing time in treining
by, in, or through non-Government facilities that is given to employees
while they are on duty, or that is otherwise paid for in whole or in
part by the Government under anthority of Public Law 85-507.

|

-22 -
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Selection of Non-Government Facilities for Training

-
Sec. 39. Regulation. Each department shall use as the principal

eriterion for selection of Non-Government training facilities the ability
of such facilities to meet the departmwent's training needs effectively,
economically, and in timely fashion.

Zﬁdvisory Note: In many cases (as, for example, manufacturers' training
on opération or repair of their equipment) there will be only one facility
that can provide training. When there is a cholce among facilities, depart-
ments should take into consideration such factors as competency to provide
the particular training needed; geographic accessibility of the training fa-
cility; availability of training at the particular time or place it is needed;
cost; practicality of the administrative arrangements involved; and any other
specific factors which in their opinion bear upon the institution's abllity
to meet their needs. In some instances accreditation might also be a factor
to be considered. In others, some effort to distribute training assignments
equitably among several equally acceptable training facilities would undoubtedly
be wise.

Departments cannot, of course, select a non-Government training facility
the use of which is prohibited by Sections 1k or Section 19(d) of the Act.

Sources of possible agsistance to agencies attempting to evaluate train-
ing facilities whose competence they do not know include: trade and profes-
sional groups; other organizations whose employees have been trained; state
accrediting bodies; the Office of Education; and agency committees of em-
ployees who are expert in the field in which training is to be given;7

-23 -
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Limitations on Training of Employees Through Non-Government Facilities

"(a) The training of employees by, in, and through non~Government
facilities under authority of this Act shall be subject to the
following provisions:

(1) The nunber of man-years of such training by, in, and
through non-Government facilities for each department
in any fiscal year shall not exceed 1 per centum of
the total number of man-years of civilian employment
for such department in the same fiscal year as dis-
closed by the budget estimates for such department
for such year,

(2) No employee having less than one year of current, con-
tinuous civilian service in the Government shall be
eligible for such training unless the head of his dee
partment determines, in accordance with regulations of
the Commission, that such training for such employee

: is in the public interest.

(3) In the first ten-year period of his contimuous or non-
continuous civilian service in the Government following.
the date of his initial entry into the civilian service
of the Government, and in each ten~year period of such
service occurring thereafter, the time spent by an em-
ployee in such training shall not exceed one year,

(4) The Gommission is authorized, in its discretion, to pre-
scribe such other limitations, in accordance with the
provisions and purposes of this Act, with respect to
the time which may be spent by an employee in such
training, as the Commission deems appropriate.

- (b) The Commission is anthorized, in its discretion, to waive,
with respect to any department or part thereof or any employee
or employees therein, any or all of the restrictions covered by
subsection (a) of this section, upon recommendation of the head
of thn depertmnnt concerned, if the Commission determines that
the application of any or all of such restrictions to any depart-
ment or part thereof or employee or employees therein is contrary
to the public interest, The Commission is further anthorized, in
its discretion, to reimpose in the public interest, with respect
to any such department or part thereof, or any such employee or

employees therein, any or all of the restrictions so waived.t
(Sec. 12, P.I. 85-507)

The Commission has determined that it would be contrary to the pub-
lic interest to require application of the 1imitations contained in Sec~
tion 12(a)(1) through (3) of the Act to all short perlods of training by,
in, or through non-Government facilities. Accordingly, it hss waived
these restrictions with respect to all employees covered by the Act, in-
sofar as such short periods of training are concerned, as follows:
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N

Sec. 39. Limitations on Training of Employees Through Non-
Government Facilities

(a) The limitations on training by, in, or through non-Government
facilities contained in Section 12(5)(1) through (3) in the
Act shall be applied to the training of all employees by, in,
or through non-Government facilities except as provided in
paragraph (b) of this section.

(b) The requirement for applying the limitations contained in
Section 12(&)(1) through (3) in the Act is waived for em-
ployees assigned to short periods of training by, in, or
through non-Government facilities, as defined in Section
39. . This waiver shall apply to such employees only
insofar as their assigmment to short periods of training
is concerned.

B
‘ZﬁbTES: 1, All recommendations for additional waivers under
Section 12(b) are to be submitted to the Central Office of the
Commission by the heads of the departiments concerned, Each such
recommendation should be accompanied by information on the follow-
ing points:

a) the employee or employees or the part of the depart-
ment for which the waiver is requested;

b) the specific restrictions for which the waiver is
requested;

c) the period during whizh the department desires the
waiver to be effective;

d) the factors that make the department consider that
waiver is justified in the public interest.

2. The limitations contained in Section 12(a) of the Act
relate specifically to training conducted under authority of the
Act. Accordingly, even if an employee has already received some
training under other legislative authority, he is eligibhle to re-
ceive a full year of training by, in, or through non-Government
facilities under the new Act during his current ten-year period
of civilian service in the Government (computed as described in
Section 12(a)(3) of the Act). Similarly, in applying the limita-
tions of Section 12(a)(1) and (2), training is not to be counted
if it is copducted under legislative authority other than the
Act itself,/

Approved For Release 2000/09/08 :-C?A-RDP78-06365A001200030012-4



Agreaoments to Continmue in Service

The Act requires that employees sign certain written agreements bew

fore they may be assigned to training by, in, or through non-Government
facilities:

o
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"(a) Each employee who is selected for training by, in, or through

& non-Government facility under authority of this Act shall, prior
~ to his actual assignment for such training, enter into a written
~agreement with the Government to the effect that (1) after the ex~
 piration of the period of his training, he will contimue in the

service of his department for a period at least equal to three
timos the length of the period of such training unless he is in=-

~ voluntarily separated from the service of his department, ard

(2) if he is voluntarily separated from the service of his depart-

- ment prior to the expiration of the period for which he had agreed
~ to continue in the service of his department after such pariod of

~ training, he will pay to the Government the amount of the addi=-
 tlonal expenses incurred by the Government in connection with his

. traininge No employee selected for such training shall be assigned
- thereto unless he has entered into such agreements" (Sesc. 11 a),
~ P.Le 85=-507)

Sece 39 Regulation, Agreements to Contimue in Service.

(a) For purposes of administering Section 11 of the Act,

(1) the period of tims an employee is required to agree to con-
tinue In the service of his department shall begin on the
first work day following his completion of the total period
of training covered by his agreements

~ (41) "additional expenses incurred by the Government in con-

nection with his training" means any or all of the expenses
of training authorized to be paid under Section 10(2) of
the Actybut not salary, pay, or compensation,

(b)iThe following groups of employees are excepted from the requiremsnt

for entering into written agreements that is contained in Section

11(a) of the Act:

(1) employees selected for training by, in, or through non~

Government facilities that involves no expense to the Gove
ernment other than their salary, pay, or compensation, but
only insofar as such training is concerned;

j (11i) employees selected for short periods of training by, in,

or through non-Government facilities as defined in Section
39. s but only insofar as such short periods of train-
ing are concerned,

' - 26 -
Approved For Release 2000/09/08 : CIA-RDP78-06365A001200030012-

/

4



Approved For Releage 2000/09/08 : CIA-RDP78-06365A001200030012-4

[Advisory Notet The Act sets a minimum, but not a maximam, require-
ment with respect to the length of time an employee is obligated to con-
tinue in the service of his department after completion of training, The
length of time which he must agree to continue in the department's serv-
ice may, therefore, be inecreased by administrative action of the departm
ment concernede Such action might well be Justified by the costa of the
training, or by other considerations specific to individual situations,
Similarly, despite the provisions of Sec. 39. (b)(1) of the Regulations, a
department might want to take administrative action to require an em~
ployee to agree to continue in its service following training that in-
volves no expense to Government other than the employee's salary,

"An employee who, by reason of his antrance into the service of
another departmnt or of any other agency in any branch of the Government,
fails to continue, after his training, in the service of his department
for the period specified in such agreement, shall not be required to pay
to the Government the amount of the additional expenses incurred by the
Government in connection with his training unless the head of the depart-
ment which has authorized such training notifies the employee prior to
the effective date of his entrance into the service of such vther de-
partment or agency that such payment will be required under anthority of
this section." (Secs 11(b), P.L. 85=507)

- Sece 39. Regulations Failure to Fulfill Agreement to Continue
in Service

The prior notice to be given by a department head under section
11(b) of the Act shall be given as soon as practicable after an
employee covered by that section informs the department of his
intention to enter the service of another department.

éInstruction: If an employee gives as mch as two weeks notice,
the department which authorized the training for which the Government is
to be repaid is to give the required notice to the employee at least
five days before his separation from the department is effectivq£7

The Act provides for the recovery of training expenses of employees
who do not complete the required service after trainingz, but it permits
waiver of such recovery in special cases:

"If an employee (other than an employes relieved of liability un-
der subsection (b) of this section or under subsection (b) of sec-
tion ) fails to fulfillhis agreement to pay to the Government the
additional expenses incurred by the Government in connection with
his training, a sum equal to the amount of such additional expenses
of training shall be recoverable by the Government from such em-
ployee or his estate (1) by setoff of accrued salary, pay, compen—
sation, amount of retirement credit, or other amount due such em-
ployee from the Government and (2) by such other method as may be
provided by law for the recovery of amounts owing to the Government,
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The head of the department concerned may, in accordance with regula-
tions of the Commission, waive in whole or in part any right of re-
covery under this subsection, if it is shown that such recovery would
ibe against equity and good comscience or against the public interest."”
} (SGCQ ].l(C)LP'Iu 85“'507)

Sece 3% Regulations ™

(2) The head of a department, or a representative especially designated
by him for this purpose, may waive in whole or in part any right of
recovery under Sec. 11(c) of the Act when he finds that such recov-
ery would be against equity and good conscience or against the pub-~
lic interest.

(b) Delegation of authority to act for the head of a department under
paragraph (a) of this section shall be held to as high an administra-
tive level as practicable in order to insure that the viewpoint of
the department head is reflectéd in each decigion.

! il
. /Rdvisory Notet Section 39. (2) will permit departments to

pro-rate, or to waive completely, if they consider it to be in the interdst

of equity and good conscience, to do so, repayments that would otherwise

‘be required, for exanple, (a) of an employee who has completed most, but

not all of the required period of service; (b) of an employee who is

forced to resign because of personal 1llness or serious illness of some

other member of his immediate family; or (¢) an employee who because of

some¢ other severe hardship i= unable to make the required repayment.

Tt vill permit a department to waive repayment, if it considers 1t
to be in the public interest to do so, in cases where an employee goes to
a position in which he continues to provide constructive, even though not
necessarily direct, service in furtherance of the department's own pro-
gram as, for example, when an employee moves from the Federeal level to the
State level of a jointly operated Federal-State program, or a program of
Federal assistance to Statles,,

- 28 =
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Commission Review of Programs of Training Through Non-Governwment Facilities

"The Cowmission shall review at such times and to such extent as it =
deems necessary, the operations, activities, and related transactiona of
each department in connection with the program or programs, and the plan
or plans thereunder, of such department for the training of lts employees
by, in, and through non-Government facilities under authority of this Act
in order to determine whether such operations, activities, and related
trensactions are in compliance with such prograws end plans, with the pro-
visions and purposes of this Act, and with the principles, standards, and
related requiremente contained in the regulations of the Coumission pre-
scribed thereunder. Upon request of the Commission, each department shall
cooperate with and assist the Commission in such review., If the Commlis-
sion finds that noncompliance exiests in any department, the Commission,
after consultation with such department shall certify to the head of such
department its recommendations for modificetion or change of actions and
procedures of such department thereafter in cornection with such training
programs and plans., If after a reaeonable time for placing such recommend-
ations in effect the Commission finds that noncomplience continues to
exist in such department, the Commission shall report such noncompliance
to the President for such action es he deems sppropriate.n

: (section 15, PL 85-507)
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PAYMENT OF TRAINING EXPENSES

. The head of each department in accordance with regulations issued
by the Commission under authority of section 6(a) (8) is suthorized, from
Tunds appropristed or otherwise availsble to guch department, (1) to pay
all or any part of the salary, pay, or compensation (excluding overtine,
holiday, and night-differential pay) of each employee of guch department
who 1s selected and assigned for training by, in, or through Governwent
facilities or non-Government facilities under authority of this Act, for
each period of such training of such employee, and (2) to pey, or re-
imbdrse,such employee for, all or any part of the necessary expenses of
such training, without regard to section 3648 of the Reviged Statutes
(3llUSC 529), including among such expenses the necessary costs of (A)
travel and per diem in lieu of subsistence in accordsnce with the Travel
Expense Act of 1949, as eamended, and the Standardized Govermment Travel
Regdlations, or, in the case of commissioned officers of the Coast and
Geodetic Survey in the Department of Commerce, section 303 of the Career
Compensation Act of 1949, as amended, and the Joint Travel Regulationsg for
the Uniformed Services; (B) transportation of immediate family, household
goode and personal effeets, packing, crating, temporary storege, draysge,
and unpacking in sccordance with the first section of the Administretive
Expenses Act of 1946, as suended, snd Executive Order Number 9805, as
emended (except that in the case of comnissioned officers of the Coast
and Geodetic Survey in the Department of Commerce, such expenses chall be
paidiunder section 303 of the Career Compensation Act of 1949, as amended,
and the Joint Travel Regulations for the Uniformed Services), whenever the
estimated costs of such transportation and related services are less than
the estimated aggregate per diem paymente for the period of training, (C)
tuition and metriculetion fees, (D) library and laboratory services, (E)
purchase or rental of books, materials, and supplies, and (F) other serv-
ices or facilities directly related to the training of such employee.
Such ! expenses of training shall not be deemed to include membership fees
except to the extent that such fees are a necessary cost directly related
to the training itself or that payment thereof is a condition precedent
to under going such training.
‘ (Sec. 10, PL 85-507)

Section 39.2 Training Expenses !\;

(a) The head of each department or his designeted represen-
tative (or representatives) shall determine which of the
expenses that are directly related to or are a condition
precedent to the training of employees of his department
constitute necessary expenses of such training under the
provisions of Section 10 of the Act.

(b) The head of each department or his designated represen-
tative (or representatives) mey pay all or any part of
the salary, pay, or compensation (excluding overtime,
holiday, and night-differential pay) of employees of his

- 30 -
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department receiving training under the Act and pay or
reimburse such employees, in whole or in part, for the
necessary expenses of such training as determined under
paragraph (a) of this section.

(¢) The head of each department or his designated represen-
tative (or representatives) shall establish such proce-
dures as he deems necessery to insure that interests of
the Government are protected when payments of salary, pay,
or compensation and payments or reimbursements for neces-
sary expenses of training are made by hie departmwent under
authority of Section 10 of the Act. '

(d) This section does not serve to restrict payments of train-
ing expenses otherwise appropriate under programs con-
ducted in accordance with Section 20 of the Act.

(Regulation)
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JONTRTRUTIONS, AWARDS, AND PAYMENTS
FROM NON-FEDERAL SOURCES

"F'o the extent authorized by regulaticn of the President, contributions
and awards incident to training in non-Government facilities may be made to
and accepted by employees, and payment of travel, subsistence, snd other
expenses incident to attendance at meetings may be made to and accepted by
employees, without regard to the provisions of section 1914 of title 18 of
the United States Code: Provided, That such contributiens, swards, and pay-
ments are made by an organization determined by the Secretary of the Trea-
sury to be an organization described in section 501(c) (3) of the Internmal
Revenue Code of 1954 which is exempt from taxation under section 501(a) of
such Code." (Section 19(a), PL 85-507)

"Whenever, under the authority of subsection (a), a contribution, award,
or payment, in cash or in kind, is made to an employee for travel, suwsistence,
or other expenses, an appropriate reduction in accordance with regulations eof
the Director of the Bureau of the Budget shall be made from any payuent by the
Government to such employee for travel, subsistence, or other expenses imcident
to training in a non-Government facility or incident to attendance at a meeting.”
{Section 19(c), PL 85-507)

"The head of each department shall...approve the acceptance of any cone
tributions, ewards, or payments to employees authorized by Section 19(a) of
the Act and regulations issued by the Commission pursuant to section L(v) of
this Order only when he deems such contributions, awards, or paymemnts appro-
priute to meet reasonable costs incurred or to be incurred by the recipient
incident to the training or attendance at a meeting and when, in his view, the
purpose, amount and type of contribution, award or payment weuld not place or
tend to place the recipient under eny improper obligation to the grantor."

(sec. 2(g) )

Sed 39. Regulation .

(l) Scoge. (1) This section relates to contributions, awards, and payments
made to employees, or on their behalf, by non-Federsal organizations im
connection with training that the employees receive in non-Government
facilities or meetings that Jhey attend, either (i) partially or wholly
within periods when they are on duty; or (ii) at such other times as
their departments pay the expenses of such training or of attendance at
such meetings in whole or in part.

(2) This section does not limit the authority of department heads to
establish any procedures that they consider appropriate concerning the
acceptance of contributions, awards, and payments in connection with any
training and meetings that are outgide the scope of this section.

a contribution, award, or paymsent (whether these are made im cash or in
kind) that falls withtn the scope of this section without specific written
suthorization granted under (c), below.

1 (b) Acceptance of Contributions, Awards, and Phyment: No ewployee may accept
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(c¢) Authority of Deportments to Authorize Acceptance. The head of a
department (or any representative especially degignated by him for
this purpose in accordance with paragroph (e)(2), below), may
authorize an employee of his department to accept a contribution
or award (in cash or in kind) incident to training in non-Government
facilities or payment (in cash or in kind) of travel, subsistence,
and other expenses incident to attendance at meetings if such con-
tribution, award, or payment is made by an organization determined
by the Secretary of the Treasury to be an organization deacribed in
section 501(c)(3) of the Internal Revenue Code of 1954 which is
exempt from taxation under section 50L(a) of that Code, and if, ip
his Judgment, the following two conditions are met:

(1) The contribution, award, or payment is not a reward for past
gservices rendered the orgsnization; and (2) Acceptance of the con-
tribution, award, or payment: '

(1) would not reflect unfavorably upon the ability of the employee
to carry out his official duties in a fair and objective
manner. '

(i1) would not compromise the honmesty and integrity of Government
programs or of Government employees and their official actions
or decisions.

(11i) would be compatible with the Code of Ethics for Government
Service expressed in House Concurrent Resolution 175, 85th
Congress, 2d Session, and would otherwise be proper and eth-
1cal for the employee concerned under the circumstances in
his particular case.

(d) General

(1) When more than one non-Federal organization participates in
waking any single contribution, award, or payment, the
"organization" referred to in this section ghall be con-
gsidered to be the one that selects the recipient and admin-
isters the funds from which the contribution, award, or
payment is made.

(2) Designation of Representatives. Heads of departments may
designate representatives to act for them in authorizing
the acceptance of contributions, awards, and payments under
(c), above. Delegation of authority to act in this manner
should be held to as high an administrative level as prac-
ticeble in order to insure (i) that the view point of the
department head ies reflected in each decision; and (11)
that there is full evaluation of the circumstances of each
cage in the light of the conditions set forth in (c¢), above.

- 33 -
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(e) Records

(1) Each departwment shall waintain, in such forw and manner as the
department head considers appropriate, the following records
in connection with each contribution, eward, or payment wmade
and accepted under authority of this section: the name of the
recipient; the neme of the orgsnization; the amount and nature
| - of the contribution, award, or payment end the purpoee for
3 vwhich 1t is to be used; and a copy of the written authorization
granted in accordance with (b), above,

Notes

Departments would be wise to consider the following factors in deter-
wining whether acceptance of a contridution, awaerd, or other payment should
be authorized in any given instance:

(1) The general reputation and standing of the organization
offering the contribution, award, or payment.

(2) The duties and resﬁoneibilities of the employees concerned
and their relationship to the interests of the organization.

(3) The relationship between the department end the organization,
with particular reference to any special responsibilities
that the department has with respect to the organization in
such wmatters as issuing licenses, inspecting, regulating,
making grants, or setting standards.

(4) The source of the funde that will be used for the contri-
bution, award, or payment (if the organization is not pro-
viding its own funds for this purpose).

(5) The factors used in selecting the employees es a reciplent,

(6) The nature and amount of the contribution, award, or payment;
the terme placed upon ite acceptance; and the purposes for
vhich it is to be used,

(7) The compatibility of acceptance with any specific rules of

conduct established by law and by the department for its
own employees,
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Training Report
Section 18 (a) (2)
Government Employees Training Act

Date

Department or Agency:

The person* named below received more than one hundred and twenty days of
training as indicated by, in, or through a non-Government facility during
the fiscal year .

1.
3.
4e

5.
6.

9.

10.

Namet 2, Grade:

last First Middle Initial
Title:s
Primary Duties:
Training Facilitys
Course: Professional or Scientific
Supervisory or Management
7 Trainingz Technical (including equip-
* Category ment operation, maintenance
or repair)
/7 Other

Length:
Cost to Government: Tuition Related Fees Trave Per Diem Totsg
usten | sl e g

Relationship of Training to Official Duties:

(Over)
%Not a student in g cooperative educational progran,
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Note

This form will be a separate part of each department 's snnual
report on training, and will be used only for reporting the infor-
mation required by Section 18 (a) (2) of the Government Employees

Training Act.

Instructions

This form will be prepared in sufficient quantity for 3 coples to
reach the Coumiseion, and completed as follows:

Ttems 1 through 4. As indicated.

Item 5. The organization conducting the tralning.

Item 6. Title of the course.

Item 7. Indicate appropriate type.

‘Item 8. The course duration prescribed by the trailning

facility.
Item 9. As indicated

Item 10. A brief parrative statement.

Approved For Release 2000/09/08 : CIA-RDP78-06365A001200030012-4



Approved For Release 2000/09/08 : CIA-RDP78-06365A001200030012-4

CONTRIBUTIONS AND AWARDS REPORT

SECTION 18 (a) (3)

GOVERRMENT EMPLOYEES TRAINING ACT

Date
" Department or Agency:

The persons whose names are listed below received contributions and awards ineident to
training in non-Government facilities during the fiscal year

Contributing

1. Last Name First Name Middle Initiasl 2. Award Title or Name 3. Organization

(over)
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Note
This form will be a separate part of each department's annual report of training, and
will be used only for reporting the information required ﬁy Section 18(a). (3) of the
Government Employees Training Act. Section 18 (a) (3) pertains only to those contribu-
tione and awards from non-Féderal orgnniintions in connection with training that em-
ployees receive in non-Govermment facilities either (a) partially or wholly during
periods they are on duty, or (b) at such times as their departments pay pert or all
of the expenses of such training.
Instructions

This form will be prepared in sufficient quantity for 3 copies to reach the Commission and
completed as follows:

Ttem 1. Recipients will be listed in alphsbetical order.

Item 2. As indicated.

Item 3. Organization selecting recipient and administering award.
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SAMPLE WRITTEN AGREEMENTS

(To be furnished later)
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SAMPLE RECOMMENDATTIONS FeR TRATNTNG

in
NON-GOVERNMENT FACILITIES

(To be furnished later)
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